
INSTRUCTIONS See Publication No. 76-RM-1 for instructions on mmpleting this form. Forward signed~original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue., Atlanta, Georgia, 30334. 
Attention: Schedulins Section. 

pplimion Date 

pplication Number 

- 
FOR REMRDSUANAGEMEHI USE 1. Agency Address - __ FOR AGENCY USE 

Application Nu- Georgia Uorld Congress Center 
285 International Blvd. NW E3.r-lo 
Atlanta, Georgia 30313 Date Rneived __ Date ~mple t&-  

TAFJ> 0 I m-6 19@ - Accounting Department 

. Dates of Series 
arliest Latest 

1976 Present 

5. Records Series T i l e  (fo/lowed by tide used in off&: if different) 

Contract File (Space Rental) 

. Record Series Delcription This file mntains the following documents (include form numbersand t;t/es, ifany): 
Attach samples of the file. 

Documents relating to: Maintaining License Agreement (contract3 w i t h  customers 
f o r  space rental .  

Included are: License Agreements f o r  r e n t i n g  room space and/or exhib i t  hal ls .  
Also included are the invoices f o r  exhibitors ( u t i l i t y  services) ,  

' correspondence and graphics (room layouts). 

File is arranged: Alphabetically by Licensee. 

I. Monthly Reference Rate 
One to six months old 

twentyfive months and older ? '. 

How often are records referred to which are: 
Dai 1 V ; Seven to twelve months old Dai 1 V ; Thirteen to twentyfour months old m; 

. 
I. Annual Rate of Accumulation of Remrdr- i_ , 

~ 

-> *- -. . -  
Letter:size drawers ; Lega3ize drawers -; Shelves ;Other I~ec i f y l  

(Over1 - 3-50-71; Rev. 76 



he official copy of the series? 

e. When one or two documents in the file make it hecessary to keep the entire fi le for a long period, could these 

1. Retention Requirements The following requires the series to be kept: 

a. State Law 6 years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy rt of law or regulations. Explain administrative need. oSc.c.Ke2Fe_3- 2 4  
A- states six year limitation of action on simple contracts in writing. ,. . 

Ga L. 1962 P.156 1 

2. Approved Disposition Instructions This agency recommends that the file series be cu7 off at  the end of each: 
Calendar Year; 0 Fiscal Year; Other then, 

0 Hold in the current files area monthk) year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
IX Other lSpec;fyl 

yearb); then 
vearls); then 

Active Contracts: 
Hold i n  current f i l e  area u n t i l  show has moved out, then t ransfer  from act ive f i l e  
to  contract  history f i l e  ( inact ive f i l e ) .  

Contract History File:  
Hold i n  inact ive f i l e  area until customer rebooks o r  i t  i s  determined tha t  
rebooking will  not occur. 
t h e n  t ransfer  t o  local holding area,  hold f o r  6 years then destroy. 

C u t  off  inactive f i l e s  a t  end of each f i s ca l  year,  

These instructions apply to a l l  prior and future ammulations of the series, 

lecommendations in para. 
Caph 12 are approved. 
'If dis.oproved, artach letter 
if explanatim.) 

R--50-71: R . v . 7 6  


